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As an employee within the Office of the Vice Provost for Undergraduate Education at Stanford
University, you are entrusted with confidential and sensitive information. This information
includes, but is not limited to, personal, academic, health, and financial data. It is essential to
honor the confidentiality of all sensitive information and to use care in handling such privileged
information so that it is not accidentally or intentionally disclosed.

Following are the current University policies that describe your responsibilities when dealing
with this information:

Administrative Guide Memo 15, Section 8: Confidential Information:

"The University is entrusted with many kinds of confidential, proprietary and private information. It is
imperative that those who have access to this information do not make any unauthorized disclosures
of the information, either during or after employment.”

Administrative Guide Memo 15.2, Section 2.b: Privileged Information:

"Using for personal gain, or other unauthorized purposes, privileged information acquired in
connection with the individual's University-supported activities. This privileged information includes,
but is not limited to, medical, personnel, or security records of individuals.”

Administrative Guide Memo 15, Section 13: Consequences of Violations of
Stanford Policies:

"Each person is responsible for ensuring that his or her own conduct and the conduct of anyone
reporting to his or her fully complies with this Code and with Stanford's policies. Violations will result
in the taking of appropriate disciplinary action up to and including discharge from employment.”

Additional University policies related to confidentiality may be added in the future. These must
also be strictly followed. If you are ever in doubt about handling or disclosure of such
information, consult with your supervisor or Human Resources Manager.

Your signature below acknowledges that you have read and fully understand the importance of
this work instruction and agree to follow it. You also understand that failure to follow it may
result in disciplinary action up to and including termination.
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